FACILITIES PLANNING AND MANAGEMENT OFFICE (HCAJ3)

(1) Operates, maintains, repairs, and modifies CDC's Atlanta area plant facilities and conducts a
maintenance and repair program for CDC's program support equipment; (2) carries out facilities
planning functions for CDC, including new or expanded facilities, and a major repair and
improvement program; (3) develops services for new, improved, and modified equipment to
meet program needs; and (4) conducts CDC'’s real property and space management activities,
including the acquisition of leased space, the purchase and disposal of real property, and
provides technical assistance in space planning to meet programmatic needs. (Approved:
7/25/2003)

Office of the Director (HCAJ31)

() Plans, directs, and coordinates the functions and activities of the Facilities Planning and
Management Office (FPMO); (2) provides leadership and strategic support to senior managers in
the determination of CDC’s long term facilities needs; (3) directs the operations of FPMO staff
involved in the planning, evaluation, design, construction, and management of facilities and
acquisition of property; (4) processes data for management and control systems and develops
reports and analyses; and (5) assists and advises senior CDC officials in the development,
coordination, direction, and assessment of facilities and real property activities throughout
CDC'’s facilities and operations, and assures consideration of facilities management implications
in program decisions. (Approved: 03/02/2004)

Real Property and Space Management Activity (HCAJ312)

(1) Conducts the Real Property and Space Management Program throughout CDC, including the
acquisition of leased space, the purchase sand disposal of real property for CDC (with emphasis
on current and long-range planning for the utilization of existing and future real property
resources); (2) provides technical assistance in space planning to meet programmatic needs; (3)
administers day-to-day management of leased facilities and ensures contract compliance by
lessors; (4) provides technical assistance and prepares contract specifications for all repair and
improvement projects in leased space; (5) maintains liaison with the General Services
Administration Regional Offices; (6) performs all functions relating to leasing and/or acquisition
of real property under CDC delegation of authority for leasing special purpose space; and (7)
coordinates the relocation of CDC personnel within owned and leased space. (Approved:
7/25/2003)

Design and Construction Management Office (HCAJ32)

(1) Develops architectural designs and engineering specifications for construction of new
facilities and major modifications and renovations to CDC-owned facilities; (2) provides
architectural and engineering technical services and consultation on facility project designs;

(3) provides in-house construction administration services for CDC-owned facilities in Atlanta;
(4) manages interior design and furniture standards; and (5) coordinates development and
determination of best methods and means for the planning and conduct of assigned projects,
including selection of resources. (Approved: 7/25/2003)



Facilities Engineering Office (HCAJ33)

(1) Operates, maintains, repairs, and modifies CDC’s Atlanta area plant facilities and other
designated CDC facilities throughout the United States and Puerto Rico and conducts a
maintenance and repair program for CDC’s program support equipment; (2) develops services
for new, improved, and modified equipment to meet program needs; (3) provides technical
assistance, reviews maintenance and operation programs, and recommends appropriate action for
all Atlanta area facilities and other designated CDC facilities throughout the United States and
Puerto Rico; (4) provides recommendations, priorities, and services for new, improved, or
modified equipment to meet program needs; (5) provides maintenance and operation of the
central energy plant including structures, utilities production and utilities distribution systems
and equipment; (6) conducts a program of custodial services, waste disposal, incinerations, and
disposal of biological waste and other building services at all CDC Atlanta area facilities and
other designated CDC facilities throughout the United States and Puerto Rico; (7) provides
landscape development, repair, and maintenance at all CDC Atlanta area facilities and other
designated CDC facilities throughout the United States and Puerto Rico; (8) provides hauling
and moving services for CDC in the Atlanta area; (9) provides insect and rodent control services
for CDC in Atlanta area facilities; (10) develops required contractual services and provides
supervision for work performed in these areas; (11) establishes and maintains a computerized
system for maintenance services and for stocking and ordering supplies and replacement parts;
(12) provides for pick-up and delivery of supplies and replacement parts to work sites;

(13) maintains adequate stock levels of supplies and replacement parts; (14) as needed, prepares
designs and contract specifications and coordinates completion of contract maintenance projects;
(15) manages CDC’s Energy Conservation Program for all CDC facilities; (16) reviews all
construction documents for energy conservation goals and compliance with applicable CDC
construction standards; (17) participates on all core teams and value engineering teams;

(18) provides maintenance and inspection for fire extinguishers and fire sprinkler systems;

(19) provides services for the procurement of natural gas; (20) develops and maintains a standard
equipment list for all CDC facilities; and (21) assists the Design and Construction Management
Office and the Facilities Planning and Project Management Office with facility-related issues.
(Approved: 7/25/2003)

Facilities Planning and Project Management Office (HCAJ34)

(1) Provides professional architectural/engineering capabilities and technical and administrative
project support to CDC and the CIOs for renovations and improvements to CDC-owned facilities
and construction of new facilities; (2) prioritizes design and construction needs for requested
CIO projects; (3) manages and administers the CDC renovations and improvement (R&I)
budget; (4) develops project management requirements (including determination of methods and
means of project completion and selection of resources), funding sources, and budgets; and (5)
serves as the point of contact with CIOs for administration and coordination of all facilities-
related needs, i.e., project planning, evaluation, estimation, and tracking. (Approved: 7/25/2003)



